
 

 
 
Crawley Borough Council  
 

Leaseholders’  handbook 
 
This handbook provides useful information about your lease and 
how we, as your landlord, manage the building that your flat is 
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Everyday housing management  

Housing officers are responsible for your block’s day-to-day management issues. If you 
have a general housing management question please contact them. 

Visit www.crawley.gov.uk/housingofficers to find the contact details for your areas housing 
officer. 
 
Cleaning  

The Cleaning and Clearance team are responsible for: 

• Cleaning any internal communal areas of your block every fortnight  

• Cleaning communal bin stores  

• Sorting out any communal lighting problems.  

If you would like to report any problems with the lighting or cleaning in your block please 
contact them. 

Tel: 01293 438000  

Garages
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3. Your lease, r ights and responsibilities  
Your lease is a legal document and can be difficult to understand. Before you bought your 
home, your solicitor should have explained your lease in full so you understand both yours 
and the council’s responsibilities.  

We have been actively selling our flats and maisonettes since the introduction of the ‘Right 
to Buy’ legislation in 1980. Since then there have been various adjustments to both 
legislation and c
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The Demised Premises  is the part of the block or house which you have brought, in other 
words the internal shell of your flat or maisonette and any outbuildings and/or garden (if 
any). It is your responsibility to maintain this. For example:  

• the floor surface, including floor boards or floor screed and balcony floor asphalt  

• the ceiling plaster or plaster board  

• the wall plaster or plaster board  

• the walls, excluding the exterior walls and walls dividing the flat from other flats or 
common parts  

• the internal surfaces of the exterior window frames  

• window glass  

• all doors and door frames including your front door. 

For more details about your repairing responsibilities please see the Repairs and 
improvements section.  

The Per centum is the fraction of the total management costs for your block, as described 
in your lease, that you have to pay the council. For example if there are a total of four flats 
in your block you are responsible for paying 1/4 (a quarter) of the total management 
charge for your block. Please see the Management charges section for more information.  

 
Back to top 
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Independent advice  
 

If you would like some indepen

https://www.lease-advice.org/
http://www.arma.org.uk/
https://arma.org.uk/
https://www.gov.uk/leasehold-property
https://www.citizensadvice.org.uk/
https://www.advicewestsussex.org.uk/crawley/
https://www.advicewestsussex.org.uk/crawley/
https://www.shelter.org.uk/
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Responsibilities  
Your responsibilities  

Your exact responsibilities depend on your lease but general requirements include:  

Financial responsibilities  

• To pay a proportion of the council’s reasonable estimated costs for managing and 
maintaining the block and of the council fulfilling the lease requirements  

• To pay the estimated costs not later than 21 days after the invoices are issued, 
generally this is the first day of April and the first day of October each year.  You can 
also pay by Direct Debit either by two half yearly instalments on 1 May and    1 
November each year, or by ten monthly instalments on the first of each month from 
May to September and then November to March following the issue of the April and 
October invoices. 

• To pay the ground rent and all other charges for which you are liable at the times stated  

• To pay all invoices in full and not make any deductions 

• To repay any applicable discount if you sell the property 

• Give the Council the opportunity to buy back the property if selling within the first ten 
years of purchase in accordance with Right to Buy legislation  

Repair and improvement responsibilities  

• To keep your home in good repair and condition  

• To make good any defects or disrepair notified to you by Crawley Homes, generally 
within three months of the notification  

• Not to carry out alterations or improvements to your home without prior written 
consent from the council’s housing management team and to pay any costs in 
processing any application (see the section on Improving or altering your home)  

• Not to erect an external aerial or other television/radio receiving apparatus without our 
prior written consent  

• Allow other leaseholders to enter your home or garden to carry out any maintenance 
or repairs they are responsible for and that are necessary. This access should be 
arranged within reasonable notice, causing the minimum of disturbance and with any 
damage being made good by the other leaseholder.  

Living in your home responsibilities  

• To advise the Leasehold Services Team within 21 days if you sell or sublet your 
home. If you sublet your flat, it is up to you to make sure your tenants understand 
these responsibilities 

• To use your flat or maisonette as a single private flat for residential use  

• Not to allow nuisance within your home which may annoy or cause inconvenience to 
your neighbours  

• Not to keep more than one dog, cat or other animal in your home without our prior 
written consent where your lease allows you to  

• Not to have liquefied petroleum gas or any other explosive material in your flat or 
maisonette or anywhere in the block  

• Not to hang out any washing from the windows of your flat or any part of the 
management area except in the designated places  

• Not to display from the flat any advertisement other than a small poster indicating 
support for a candidate for a local, national or international election 

• Not to allow any water or liquid to soak through the floors of the demised premises.  

If you let out your property you will need to make sure anyone living in your flat 
understands these responsibilities and that they apply to them as well as you. See the 
section on subletting for more information. 
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The council’s responsibilities  

We are generally required:  

To keep the structure of the buildings in good repair and condition  

To insure the block, including your flat but excluding contents against loss or damage by 
fire and any other risks which we may consider appropriate (please see the section on 
Building insurance for more information) 

As far as is possible to ensure that every lease contains the same obligations and 
regulations  

Correctly calculate the management charge you owe us, making adjustments in respect to 
actual expenditure as necessary.  

Manage the property  

Costs incurred by us in respect of these responsibilities are passed on to you as a 
management charge (see the section on Management charges for more information).  

 

Back to top 
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Rights  
Your rights  

This depends on the lease, but you generally have the following rights:  

• the right for you or any other person going to or leaving your home to use any part 
of the block that provides access or exit to or from your home  

• the right to have access to a water, gas and electricity supply.  

In addition to this you have statutory rights, set out in legislation. Please contact the 
Leasehold Services Team if you would like to know more about these.  

Your right to occupy  

You have the right to occupy your home, as long as you keep to the terms and conditions 
of your lease agreement.  

Can you be evicted or made to leave your home against your wishes?  

Yes (but a court would have to agree that we had good reasons for doing so). Some 
examples are:  

• You are not paying your management charge  

• You are causing a nuisance or harassing other people  

• You are using your home for illegal or immoral purposes  

• You are damaging or abusing your home or not looking after it responsibly. 

However, we cannot end your lease or force you to leave without giving you proper notice 
and getting a court order.  

Can I work or run a business from my home?  

Your lease says you can only use your property as a private home, however if you wish to 
use your home to run a business please write to us for permission. We will not 
unreasonably refuse permission but will consider factors such as noise, nuisance to 
others, and planning legislation before granting permission.  

Summary of costs  

You have the right to be provided with a written summary of costs in relation to 
management charges. Your request must be made in writing and can only relate to the 
most recent annual period in which the charges have been raised. We have one month to 
comply or six months from the end of the relevant period. The summary should show how 
our costs have been reflected in the service charges. If there are four or more flats 
involved in the costs, the summary should be certified by a qualified accountant.  

Once this summary has been provided, you then have six months to ask to inspect and 
copy accounts, receipts and other relevant documents. These inspection facilities will be 
provided free of charge at the point of use, but may be recharged to leaseholders via the 
management element of the annual management service charge. A reasonable charge 
can be made for taking copies. The council has one month to respond to this request and 
should make these facilities available for up to two months.  

Management audit  

You can also ask for a management audit which looks at the provision of services by the 
council and management charge costs. This audit allows you to appoint a qualified auditor 
to examine:  

• How effectively we are carrying out those housing management functions for which 
we seek to recover service charges  

• The extent to which sums payable as management charges are being used in an 
efficient and effective manner. 

See the Further Information section for more details on this. 
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4. Management c harges  
This section is a guide to the expenses that you can expect to meet as a homeowner. If 
you were previously a council tenant, you were used to paying your rent either weekly or 
monthly in advance. Your weekly rent paid for items like caretaking, cleaning and repair 
costs. As our leaseholder, you will pay for these items in a different way and at different 
times.  

You need to budget for a number of things, including the following:  

Mortgage repayments  

If you borrowed money to buy your home, you have to make repayments to your lender, 

mailto:crystal@thistleinsurance.co.uk
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Utilities – electricity, gas, water and telephone  

The relevant supplier will send you bills for these services. A number of purchasers find 
the first few years of home ownership a strain on their budget. You may wish to take 
advantage of the budget payment schemes offered by these services to spread your 
payments out on a monthly basis. You will often receive a discount for paying by direct 
debit.  

Renting a garage  
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A guide to management c harges  
Leasehold legislation  

There are two main areas of law that govern what management charges we are entitled to 
recover from you.   

The first is your lease, which details your liability for management charges and when 
payments have to be made.  

The second is government legislation.  Sections 18-30 of the Landlord & Tenant Act 1985 
(as amended) are the most relevant. These Sections are amended from time to time and 
were amended in the Commonhold and Leasehold Reform Act 2002. They detail what a 
management charge is, how you must be consulted about management charges and your 
rights as a leaseholder to query any charges made.  

Once you receive your annual statement of actual costs you are entitled to query the 
accounts and ask to see any supporting documentation. To do this you will need to make 
an appointment with the Leasehold Services Team. For more details please see the 
section on Your lease, rights and responsibilities.  

How costs are worked out  

The council has to share out the total cost to leaseholders in accordance with the terms of 
your lease.  

If all the flats in a building were sold, we would recover from leaseholders 100% of the 
costs of managing and maintaining the common parts of the building. If you are the only 
purchaser in your building you pay your share of the costs and we pay the remaining 
charges behalf of the tenants. This is then reflected in their rent.  

Your lease sets out the number of properties contained in the block and tells you the 
fraction (per centum) you are responsible for. For example if the block you live in contains 
4 flats you are responsible for 1/4 (one quarter) of the costs.  

If you are not sure how your contribution has been calculated you should contact the 
Leasehold Services Team.  

Your management charge pays for:  

• Cleaning Services  

Our clearance, cleaning and caretaking team carry out block cleaning. This is done on a 
fortnightly programme with the exception of Milton Mount which has a resident caretaker. 
We monitor the standard of cleaning to ensure that it complies with the specification. If a 
building is being repaired some of the cleaners’ tasks may be suspended or varied to take 
account of the works being carried out.  

The removal of graffiti is not generally part of the cleaning contract and is done separately.  

You should expect to receive the following service:  

• entrance halls, stairways and corridors will be swept and mopped with disinfectant  

• communal window sills will be washed and checked  

• handrails will be washed  

• bin stores will be swept and disinfected separately  by a dedicated bin store team 

• lamps will be checked and bulbs changed as necessary. 

Only Milton Mount has a resident caretaker who is responsible for carrying out cleaning 
and other duties. The costs relating to employing the caretaker and any equipment needed 
to do their job are only included in your management service charge bill if you live at Milton 
Mount.  
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Paying your management charges  
Your lease allows the council to bill for management charges in advance, these charges 
are estimates. The annual estimate is payable in two halves - one payment being due in 
April and one payment due in October. The October invoice takes into account any over or 
under payment in respect to the previous financial year. You will receive a Statement of 
Actual Expenditure enclosed with your October bill.  

Once you have received a bill, payment is due within 21 days. If the account remains 
unpaid after 21 days, the council is entitled to charge interest at 2% above its bankers 
base rate. 

Monthly instalment facilities are not available under the terms of the lease, however if you 
pay by Direct Debit payment can be made either by two half yearly instalments on 1 May 
and 1 November each year, or by ten monthly instalments on the first of each month from 
May to September and then November to March following the issue of the April and 
October invoices. 

Methods of payment are listed on the back of the invoice and include by post, at the Town 
Hall, by telephone, post office/paypoint and home banking and via the Crawley Borough 
Council website, www.crawley.gov.uk/payments. If you cannot pay your invoice, you may 
want to consider the following options. 

A private loan from your mortgage lender  

Because the management charge covers repairs and improvements to your property, you 
will usually be able to borrow money from your existing lender. These loans are referred to 
as second, third charges etc. The loan to buy the property is always the first charge 
against the property. If you do not have a mortgage, you could consider a loan from a 
bank or mortgage lender, which is secured by a legal charge against your property. This 
usually attracts a lower interest rate than one that is not secured. Any loan secured 
against a property is registered as a ‘charge’ at the District Land Registry. If the property is 
sold, the first charge is repaid from the proceeds and if there is any money left the second 
charge is paid and so on.  

Council loan  

Under the terms of The Housing (Service Charge Loans) Regulations 1992, if you are the 
leaseholder of a flat bought under the Right to Buy Scheme you may have the right to a 
loan in respect of service charges for repairs.   We can only offer a service charge loan 
during the first 10 years of your lease and where the service charge is above a certain 
amount.  We cannot give you a loan to pay off other service charge debts, i.e. ground rent, 
management charges or insurance.  There will be an administration fee and the council 
will also charge interest on the loan. 

Please contact the Leasehold Services Team for an application form.  

However it may be cheaper for you to get a loan from your mort
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Help with housing costs for leaseholders  

If you are a leaseholder and in receipt of certain income based benefits an amount of 
money could be included in your award to help with housing costs for the home you live in. 
As well as help with interest payments on mortgages and certain other loans, it could help 
with other housing costs such as ground rent and service charges. 

To find out if you can get help to pay for service charges you'll need to contact the Housing 
Costs section of Jobcentre Plus. Call them on 0845 608 8545. 

If you receive a pension you will need to contact the Department of Work and Pensions. 
Call them on 0800 731 7898. 

For more information visit www.gov.uk/support-for-mortgage-interest 

Even if you are working you may qualify for help if your income is low, so please contact 
them if you are in financial difficulty. 
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The address of the local First-tier Tribunal (Property Chamber) is:  

SOUTHERN REGION 

HM Courts & Tribunals Service 
First-tier Tribunal (Property Chamber) Residential Property 
Havant Justice Centre 
The Court House 
Elmleigh Road 
Havant 
Hants 
PO9 2AL 
Tel: 01243 779394    

Email: rpsouthern@justice.gov.uk 

www.gov.uk/housing-tribunals 

Back to top 

Money advice   
Most of us need to borrow money at some point in our lives but as long as we pay the 
money back when we should, it isn’t a problem. But if we can’t or won’t pay the money 
back debt can quite quickly become a problem.  

Don’t put your head in the sand and ignore the problem, ask for help before it gets out of 
hand and you risk losing your home. 
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Your invoice e xplained  
As a leaseholder of Crawley Homes you will get an invoice two times a year, one in April 
and one in October.  
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The second page is the Schedule of Management Charges; this tells you what you are 
paying for. This is an estimated figure for the current financial year and half is charged to 
you now. It also contains any adjustments for where the actual expenditure in the previous 
financial year differs from the estimated costs for that year.  

The first column of figures on the Schedule shows the estimated figures for the previous 
financial year, the second column shows the actual costs that were incurred. If the actual 
costs w
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5. Insurance  
Crawley Boroug
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Making a claim on building insurance  

During office hours, please contact the claims department at Arthur J Gallagher Housing 
on 01245 341 212 

Please contact them as soon as possible even if you are not sure about the claim. 

In the event of an incident out of office hours, you should take whatever action is 
necessary to prevent further damage.  If the damage is catastrophic where the cost of loss 
is likely to exceed £5,000 or where the property can no longer be occupied, please 
immediately contact the nominated Loss Adjuster on telephone number 0845 070 9500. 

The insurers will require written quotes for the repairs from two different contractors. These 
should be sent with the completed claim form direct to the insurance broker named on the 
form. If you intend to do the repair work yourself you must send estimates for the cost of 
materials.  

If the insurers decide not to settle your claim they will write to advise you of their decision. 
You are then responsible for meeting the cost of the repairs yourself.  

Carrying out repairs  

You should not start work to repair the damage until you have received written permission 
from the insurers. In some cases the insurers appoint a loss adjuster to inspect the 
damage. If you start repairs before you have received the go-ahead in writing you may 
jeopardise your claim. When the insurers agree to settle a claim they will advise you which 
estimate they will accept. They can pay the claim directly to you but, if you prefer, they 
may be prepared to make payment to the company carrying out the repairs.  

Home c ontents insurance  
Our building insurance does not cover your personal belongings against accidental 
damage or loss. Therefore, if items such as your furniture or carpets are damaged, you will 
not be able to claim on the building insurance, regardless of the cause of the damage.  

Taking out home contents insurance  

Items in your home which are normally protected by contents insurance include:  

• furniture  
• clothing  
• carpets and curtains  
• jewellery  
• TV, video, stereo etc.  

It is a good idea to shop around for the best insurance policy, and we recommend that you 
take out a policy that includes third party cover. This provides cover if another person 
makes a claim against you. For example, you may be liable for the damage if you leave a 
tap running and flood your neighbour’s flat.  

We strongly advise you to take out your own contents insurance. We also recommend that 
you carefully check the conditions that apply to any insurance that you have. For example, 
your contents insurance may specify the types of locks to be fitted to your doors etc. If you 
do not comply with these requirements you may invalidate your insurance cover.  

Crysta l Home Contents Insurance  

The council in conjunction with Thistle Tenant Risks have arranged a special scheme 
called Crystal for tenants and resident leaseholders to protect their belongings and gain 
peace of mind knowing if the unexpected happens they have cover. To find out more visit 
Crystal Insurance Scheme (crystal-insurance.co.uk) call 0345 450 7286 or email 
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6. Repairs and improvements  
 
Both you and the council have responsibilities for keeping your home in good order.  

Repairs carried out by the council are split between day-to-day maintenance and major 

https://crawley.gov.uk/housing/council-tenants/repairs-and-maintenance/report-repair
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Repairs: Who is responsible?  

Plumbing    Council 1 Leaseholder 

 Note 1 The work ticked in the column ‘Council’ is our responsibly to carry out. You will 
be charged a percentage of the cost of this work as laid out in your lease as part 
your management changes bill. 

Re-washer 
mains 
stopcock 

a) To blo
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External 
window 
frames 

a) Frame2  ✓  
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Electrical    Council 1 Leaseholder 

 Note 1 The work ticked in the column ‘Council’ is our responsibly to carry out. You will 
be charged a percentage of the cost of this work as laid out in your lease as part your 
management changes bill. 

In flat a) Repairs to all fuses – excluding the mains   ✓ 



29 
 

Note 4 Where the individual system is gas fired, the leaseholder must arrange to have it 
inspected and serviced annually by a Gas Safe registered contractor. They must be able 
to produce proof of the inspection and service for the council at any time. 

Note 5 Unless the damage is a consequence of the council disturbing the decorations to 
carry out works to the structure. Where damage to decorations caused by water 
penetration as a result of a defect to the structure (e.g. leaking roof or defective wall ties) 
or the actions of other residents (e.g.urea  he 
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Safety  

Be prepared for emergencies – 

mailto:comments@crawley.gov.uk
https://crawley.gov.uk/council-information/how-contact-us
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The consultation process for major  works 

Yes 

Contracts over £5.3 m are 
advertised on ‘SE Shared 
Servi





33 
 

Improving or altering your home  
You can redecorate the inside of your flat and replace some fittings within your property 
without our permission.  

However, we realise, you may want to carry out other alterations and improvements in 
your home, and we are keen to let you do this. Examples of where you need to seek 
authority from the council as housing landlord of your property are detailed below:  

• Works affecting communal services or the structure  

• Installing or upgrading central heating  

• Installation of replacement windows  

• Any change to the internal layout of your property including fitting a new kitchen or 
bathroom 

• Alterations to any services, i.e. electrics, gas, drainage, water  

• Erection of a conservatory  

• Erection of a TV aerial 

• Installation of laminate or hard wood flooring. 

If you are thinking of doing this kind of work inside your home, or any alterations that affect 
your property, it is important to consider the safety implications.  

You must get our written permission before you go ahead. This is a requirement of your 
lease. We will give approval wherever possible, but when it is not possible we will let you 
know the reasons why. If you are unsure on when you need to approach us for consent, 
please feel free to contact the Leasehold services team.  

If you don’t get approval from us you will be breaking the terms of your lease. We could 
then take legal proceedings against you, which could lead to you losing your home.  

When you apply for permission we will give you information about how the application will 
be processed and details of any conditions that will apply to our consent. You may have to 
pay for the cost of processing your application. We will give an estimate of the cost of 
doing this. You will also need to find out if you need to get building regulations approval or 
planning permission, or approval from regulatory bodies such as Gas Safe Register (gas) 
or NICEIC (electrical).  

In some circumstances, other residents in the block or building will be consulted about 
your proposals.  

If you would like further information or if you want to apply for permission please contact 
your Area surveyor 

Surveyors.east@crawley.gov.uk  
Pound Hill, Maidenbower, Northgate, Three Bridges, Bewbush and Forge Wood  
 
Surveyors.south@crawley.gov.uk  
Furnace Green, Tilgate, Broadfield, Gossops Green 
 
Surveyors.west@crawley.gov.uk  
Ifield West, Ifield, Langley Green, West Green, Southgate  
 
If you replace your windows with a type that does not need painting, you will still have to 
pay towards the cost of painting window frames to the rest of the block in the service 
charge. If we replace the windows in the rest of the block you will still have to pay a 
proportion of this cost.  

Visit Permissions for improvements | Crawley GOV for more information. 
Back to top 
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7. Health, s afety and se curity  
Most accidents happen in the home. However, by taking certain simple precautions you 
can avoid many potentially dangerous situations.  

What to do if there is a fire   

If there is a fire in a room in your home:  

• Do not try to put the fire out unless you are sure you can do so quickly and safely  

• Leave the room straight away and close the door  

• Tell everyone who is at home and make sure they leave the property; closing all 
doors behind them. This will slow down the spread of the fire and reduce the 
spread of smoke. Smoke is the main danger in most fires.  

• Call the Fire Service straight away. Dial 999, give the phone number you are 
calling from and ask for the Fire Service.  

• Give your name and address and say where the fire is. Wait until the operator has 
repeated the address.  

• If you live in a flat or maisonette and the fire is somewhere else in the building you 
will normally be safe if you stay in your flat. You should close doors and windows to 
keep out the smoke. If smoke does get in, leave at once, if it is safe to do so, 
closing the door behind you.  

• If you see signs of a fire in another flat, or the communal areas, please call the Fire 
Service immediately.  

Escape routes –  keep them clear  

You should make sure that you are familiar with these. Escape routes must be kept clear 
at all times so it is important to keep the communal areas of your blocks clear of any items.  

Self -closing doors –  don’t wedge them open  

Spring-loaded, self-closing doors have been fitted in some key positions in Crawley 
Homes’ buildings. These doors are fire resistant. When closed they stop fire and smoke 
from spreading. For this reason, they must be kept closed at all times. Please make sure 
that they are not wedged open. Do not disconnect or remove the self-closing mechanism 
fitted to doors and frames. If you find any self-closing doors that are not working properly, 
please report them to the repairs team on 01293 438111.  

Before you go to bed, and every time you go out, close as many doors in your home as 
you can. This will help stop a fire spreading if one starts.  

Smoke alarms  

It is recommended that you fit a smoke alarm in your home. You can buy smoke alarms at 
DIY stores, hardware and electrical shops and at many supermarkets. They can be 
screwed into the ceiling and should normally be fitted at least 30cm away from any wall or 
light fitting as close to the centre of the room, hallway or landing ceiling as possible. 
Always read the manufacturers’ instructions before fitting.  

West Sussex Fire and Rescue Service offers free Safe and Well visits to give safety 
advice and, where appropriate, fit smoke detectors or other specialist fire detection 
equipment. Priority is given to those who are elderly or more vulnerable.  

Call 0345 8729 719 or visit Safe and Well Visit - West Sussex County Council 

Remember to look after your smoke alarm by:  

• Testing it weekly by pressing the test button  
• Once a year replacing the battery  
• Vacuuming gently once a month to ensure dust is not blocking the sensor 

chamber.  

https://www.westsussex.gov.uk/fire-emergencies-and-crime/west-sussex-fire-and-rescue-service/home-fire-safety/safe-and-well-v
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Heaters Liquid petroleum gas (LPG ) and paraffin  

Your lease does not allow you to have any dangerous chemical or inflammable substance 
such as liquid petroleum gas.  

Gas leaks  

If you think there is a gas leak turn off the supply at the meter and call National Grid UK as 
soon as possible on 0800 111 999.  

Do not  

• Use matches or naked flames  

• Touch / use electrical switches, including lights and doorbells.  

Do  

• Put out cigarettes  

• Open all doors and windows and keep them open until the leak has been dealt with  

• Check if a gas tap has been left on accidentally or if a pilot light has gone out.  

Gas servicing  

If you have your own gas fired heating or hot water system in your flat, or any other gas 
appliances you must have them inspected and serviced annually by a Gas Safe registered 
engineer. You must be able to produce proof of the inspection and service to Crawley 
Homes at any time.  

Water  

Make sure you know where the stopcock is to turn off the main water supply. If your water 
supply is cut off for any reasons, make sure that all taps are turned off and plugs removed 
from all sinks and baths to prevent flooding when the water comes back on. If you get a 
burst pipe:  

• Turn off the water supply  

• Turn off the electricity at the mains  

• Catch as much water as possible with buckets, pans or cloths.  

If the pipe concerned is our responsibility, report the problem to our repairs hotline on 
01293 438111. If the pipe is not our responsibility, you will have to call in a plumber. If you 
are unable to make your own arrangements you may call us but, as explained in the 
Repairs and Improvements section, you will be charged for any works. To check which 
pipes are your responsibility, please see the Repairs and improvements section.  

Pest Control  

The council’s professional Pest Control Officer can deal with a wide range of pests in 
residential and commercial premises. If you need Pest Control to carry out any treatment 
in your flat, for example for rats, cockroaches or fleas, contact them on 01293 438218. 
You will be charged for this service.  

Security and safety in your neighbourhood  

We are keen to improve the general security of where you live. For example good lighting 
helps prevent security problems. Please report any faulty lights in communal areas to our 
repairs team on 01293 438111.  

Most of the street lights in Crawley are the responsibility of West Sussex County Council. If 
you want to report a faulty street light, you need to telephone the council's agent SSE on 
0800 048 2435 or use the fault reporting link on their web site: West Sussex Street 
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How to reduce the chances of being burgled  

You can find crime prevention tips on the following websites: 

• Sussex Police: Crime prevention advice | Sussex Police 

• Crimestoppers: Independent UK charity taking crime information anonymously | 
Crimestoppers (crimestoppers-uk.org) 

The Crime Prevention Officer at your local police station will also be able to advise you 
how to make your home more secure call 101 and ask to speak to them. 

Never let strangers in unless they can prove their identity. All council workers and our 
contractors have identification cards. If you are suspicious, check with your Housing 
Officer or call the Police.  

Back to top 
 
8. Taking part in decisions  
Taking part in decision s  

At Crawley Homes, we believe in resident participation and choice and we want to 
encourage our leaseholders and tenants to get involved in making decisions about how 
their homes are managed.  

Getting involved 

Every time you contact Crawley Homes you could be making a difference. Every call or 
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Other consultation groups  

From time to time we run Focus groups, displays, workshops and other one off forms of 
consultation on specific topics and items.  

Contact the team  

If you want to know more about becoming an involved resident contact the Resident 
Involvement Team on 01293 438434 or email tenants.groups@crawley.gov.uk 

Your ward Councillors and y ou  

Councillors are elected representatives from where you live. They are actively involved in 
making decisions and represent the residents of their ward. To contact your Councillor you 
can write to them at the Town Hall or visit Your Councillors - Crawley Borough Council  
and look up their contact details.  

 
9. Living in your neighbourhood  
Rubbish Collection  

Crawley Borough Council has a weekly rubbish collection service and fortnightly REDTop 
recycling collection.  

During the summer months the council operates a GREENbin service for green garden 
waste. There is a charge for this. Find out more by calling 01293 438772. 

Bin stores/areas 

Please make sure all rubbish is securely tied in black sacks for collection. Bin stores/areas 
are for the normal domestic rubbish only please do not put bulky household waste or 
garden waste in them. 

Items such as washing machines, sofas, mattresses are your responsibility to clear and 
you must arrange for them to be removed or take them to the local amenity waste tip. If 
you are ordering new electrical goods or soft furnishings you can usually ask for the 
good’s supplier to remove your existing items when they deliver your new items.  

The council's Waste and Recycling Team provide a special collections service for furniture 
and other bulky items. Call them on 01293 438772 to arrange for a collection but please 
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Back to top 
10. Further information  

Subletting  
There are generally no restrictions in the lease preventing the subletting of the whole of 
your property. However, you must use your home as a single private residence for an 
individual or an individual and their family as their only or main home. If your flat is left 
unoccupied for more than 30 days in a row, you need to tell the council as your insurance 
cover may be affected.  

If you have a mortgage, your lender will probably have restrictions on subletting and you 
should get permission from them before you go ahead. You must also register the 
subletting and any further underletting within 21 days by supplying the Leasehold Services 
Team with a copy of the tenancy agreement.  

If you sublet your home, you are responsible for your tenant’s conduct. It is therefore 
important that your tenancy agreement includes the same rules and regulations that apply 
to you as a leaseholder.  

If you sublet your home you will become a landlord and will need to comply with all 
legislation. More information can be found here Renting out your property - GOV.UK 
(www.gov.uk) 

You must: 

• KKK (y)8..

https://www.gov.uk/renting-out-a-property
https://www.gov.uk/renting-out-a-property
http://www.gassaferegister.co.uk/


mailto:rpsouthern@justice.gov.uk
https://www.gov.uk/government/publications/residential-long-leaseholders-a-guide-to-your-rights-and-responsibilities
https://www.gov.uk/government/publications/residential-long-leaseholders-a-guide-to-your-rights-and-responsibilities
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Extending your lease  

Most leaseholders who satisfy a residence test have the right to buy, at a fair price, a new 
lease expiring 90 years after the expiry of their present lease. To qualify, you must have 
held your lease for two years or more at the date you ask for a new lease. If you want 
further information about getting a new lease, you should contact the Leasehold Services 
Team.  

 
11. Your i nformation  
Freedom of Information Act 2000  

The Freedom of Information Act entitles anyone to ask the council for any recorded 
information that it holds. The council can refuse to supply the information if an exemption 
applies, this includes: Information that can be found in another way; Personal information; 
Information provided in confidence.  

Personal information  

All the information we collect is held within the terms of our Data Protection registration. 
This information may be held on computers or in written files. Our registration allows us to 
use this information and pass it on to others (within the council) to help us deliver our 

https://crawley.gov.uk/council-information/access-information/data-protection-and-gdpr/general-data-protection-regulation
https://crawley.gov.uk/council-information/access-information/data-protection-and-gdpr/subject-access-requests
https://crawley.gov.uk/council-information/access-information/data-protection-and-gdpr/subject-access-requests
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12. Selling your flat   
You are free to sell your property at any time. However, if you bought your flat through the 
Right to Buy scheme you may have to repay some of the discount.  

Repayment of Discount  

If you purchased the flat from the council with the benefit of discount and you sell within 
the first 5 years of your ownership you will have to repay discount to us.  

The amount of discount to be repaid will be based on a percentage of the resale value of 
the property (disregarding the value of any improvements you have made since buying it). 
This percentage will be the same as the percentage discount you received when you 
bought the flat.  

In the first year, you will have to repay the entire figure, in the second year 80%(4/5), in the 
third year 60%(3/5), in the fourth year 40%(2/5), in the fifth year 20% (1/5). After the fifth 
year, you are free to sell without repaying any discount.  

For example, if your home was valued at £100,000 at the time you bought it from your 
landlord, and you received a discount of £20,000, that means that your discount was 20%.  

If your home is valued at £150,000 when you wish to sell it, and you want to sell within the 
second year of purchase, you will have to repay £150,000 x 20% discount x 4/5 i.e. 
£24,000.  

The following are the main exceptions:  

• a transfer from one partner in marriage to another following a divorce settlement  

• a transfer to another person as part of a will, following the death of the purchaser  

• a new partner (or other family member in certain circumstances) following, for 
instance, the marriage of the purchaser  

• a compulsory purchase order.  

You do not have to repay the discount if you are re-mortgaging your flat.  

It is important to understand that you have to repay discount if you sell the property within 
the first five years of the original sale (even in the above circumstances). The rules on 
repayment of discounts are set out in legislation and although we have some discretionary 
powers to waive repayment, these can only be used in certain serious circumstances.  

If you require further information on the requirement to repay discount, you should contact 
the Leasehold Services Team.  

Selling your home within 10 years  
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Who to notify when you sell  

Your solicitor will contact the Leasehold Services Team when you are selling your home.  

You must notify the local utility companies for gas, electricity and telephones to arrange a 
meter reading for the day you move and contact Council Tax with your new address.  

Do you rent a garage?  

If you rent a garage and you want to give it up you must give the Garages Team one 
week’s notice that you are leaving and the keys must be handed in on the day you move. 
Please do not hand the keys on to the person buying your flat. There are sometimes long 
waiting lists for some garage sites and the new leaseholder must join the queue.  

 
 

Back to top
 

 
If you would like help to understand this handbook please contact the 
Housing Service Promotion Officer on 01293 438257 or email: 
housing.news@crawley.gov.uk 
If you want to write to us our address is:  

Crawley Homes, Crawley Borough Council The Town Hall, The Boulevard, Crawley, West 
Sussex   RH10 1UZ  
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